
Didja Know? 

• Did you ever want to know what’s the 

status of your travel authorization? 

 

• Well, help is here. 

 

• Follow these instructions and you can 

solve the “mystery”. 



Log on to DTS.  Click on 

Official Travel then 

Authorizations/Orders 



If you get this screen –  

Do NOT uncheck the block 
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Locate your authorization then CLICK  



Click “view” on the top entry 
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Click on “Digital Signature” 



Your Name 

Your Name 

Reviewer’s Name 

Approver’s Name 

Approver’s Name 

And now you can see that your 

authorization HAS been approved. 



 

Also, as soon as the Approving Official 

clicks the “Submit this Completed 

Document” on his or her end, you receive 

a DTS email indicating your authorization  

have been approved. 



 

 

So now you know how to see where you are 

in the Approval process! 


